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GENERAL SERVICES ADMINISTRATION
% WASHINGTON, D. C. 20408

=t | B GSA BULIEI‘IN FPMR 3—19 """ ‘. y : |
i - ARCHIVES - AND  RECORDS & - :a% o

TO : Heads of Federal Agencies
SUBJECT': Correspondence practlces

1. ose. Th1s bulletln calls attentlon (l) to the need for typlng
COT stamplng ‘the hame of the signing off1c1al on correspondence, and (2)
recent:changes in: airmail practicesi:. :

2. Explratlon date " 'This bulletin contains 1nformatlon of a contlnuing
‘nature and remains in effect until canceled.: e :

3. !zp;ng or stanplng name of 31gn1ng offlclal on corresppndence

Back «ound.; The Chalrman of the House Commlttee on Government:
Operations has indicsted that the Committee receives Government corres=.
pondence with illegible: 31gnatures and w1thout the slgner 8 hame: typed or
stamped in the signature area : L sl v

ék . b. Procedure, All offlcials are: requested to observe the procedure
hal outlined in part I, chapter 1, paragraph 13 of the Unlted States Govern-
- “ment Correspondence Manual 1968, quoted as follows: T

"13 SIGNATURE ELEMENT
: s If you: know who will sign the letter, type the neme of the
signer four llnes below the: lagt line of the letter:-and: flush with: the:
left margin.: Type the signer's: title on the next line; flush with the
K name:. . If more:than:one line is' needed:for the si@nerﬂSatitle;-beginxef
succeeding lines flush w1th the 1eft margln The entlré 51gnature element

"b. If you cannot determine the name of the signer when you type
the letter, leave this ‘space:open. After the letter is signed, type or
stamp the name and title of the signer below the signature on the original
and in & corresponding position on all copies.

"e. If an acting official is to sign the letter, he signs his

name and the word 'for' before the typed name of the regular signing
official. If it is known before typing that an acting official will sign,
type his name and the word 'Acting' before his title in the signature
element."
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L. Use of sirmail

Bacggroun . The Post Office Department now transports all first-
class mall by air, on a space-available basis, when it will speed up
delivery. The Department has requested amendment of part I, chapter 3,

follows:
b. Amendments.

(l) Paragr h 3a. Insert flnal parenthet1cal note

L v"(See Paragraph ha(3)(c)@ irectlng use of Z1p Cod faddress
to achleve greater accuracy and speed: in the:dispatch: and delivery of
mail. )"

(2) Paragraph 3a (l)
tute the follow1ng

‘ "(l) Airma1l° Use a1rma1l only when the most expedltaous

Generally, airmail is: not advantageous for dlstances 1ess than 250 miles.
(See: comment under: (2):-First-class maili)  For overseas mailing, airmail
is used unless the correspondence 'is going via diplomatie pouch. :-An:i::
exception can be made for mail going to a Military Post Office (APO or FPO).
See the procedures in (10) Milltary Ordinary”Mall (MOM) .

(3) Paragraph 3a (2), Delete the present 1nstructlons and subst1~
tute the following:

"(2) First-class mail. Use flrst-class mail for correspon-
dence:not:-reguiring: the highest priority. . The: Post Offlce Department now
transports by &dir, on'a: space-avallable.basis-a
can -be:advanced: in- de11Very to the wddressee ormallj; nextaday delivery
should:be afforded within 250 mlles and dellvery to any major U. S city

-.w1th1n two days

.. - ¥JAMES B. RHOADS
Arch1v1st of ‘the: Unlted States

GSA DC 70-2293
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